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General Practices

Broad Member Involvement: San Mateo Toastmasters’ purpose is to promote the development of speaking and leadership skills in a safe and supportive environment.  Officers and committee members are expected to rotate over time with all members contributing to the operation and leadership of the club. 

Officer Elections:  Officer elections will occur the first Tuesday of May and November.


Officer Training:  We will strive to adhere to the best practices outlined by Toastmasters International and to that end will reimburse officers listed in the club constitution for their registration fees for district-sponsored officer training

Speaking Contests:  We will organize speaking contests to coordinate with the Spring and Fall contests sponsored by Toastmasters International.  The club will reimburse club contest winners for registration fees for contests at the Area, Division and District competitions.

Social Events:  We traditionally have three special meetings:  A holiday party (December), a club birthday celebration (April), and a summer celebration (August).  These are primarily social events, although there may also be speeches, and club business can be conducted.

Involvement Beyond the Club Level:  We encourage members to extend their speaking and leadership beyond the club level by supporting their involvement in speaking contests both as contestants and volunteers.  We also encourage them to seek Area, Division and District office.

Transparency:  A value of this club is transparency: that is, all members can understand how the club operates based on written procedures and access to communications.   The Club Constitution and Bylaws, this document and other written communications and records should be accessible by members or officers on the club website.  

Member Records:  All members are responsible for keeping Toastmasters International apprised of their current contact information.  Members are also responsible for making sure that their educational records as kept by the club are current and accurate.

Use of Member Information:  Member information may not be used to solicit members for any purposes not directly related to Toastmasters and its activities.

Meeting Attendance, Participation and Etiquette
Meeting Attendance:  

· Members are encouraged to attend every meeting and are expected to speak in some capacity.

· Members are expected to attend at least one meeting each month to be considered an active member.  

· Officers listed in the club constitution are expected to notify their fellow officers and standing committee members when they will be absent from a club meeting. 

· Members are encouraged to bring guests.

Meeting Participation:  

· Whenever possible, members are expected to accept meeting roles when asked by the Toastmaster and to ask a member to provide a written evaluation in the Competent Leadership manual for said meeting role performance.

· No member should fill more than one role per meeting. 

· If a member agrees to a meeting role, but becomes unable to fill that role, that member must: a) immediately notify the Toastmaster and/or General Evaluator; b) arrange for a replacement for that role; and c) assure that the Toastmaster, General Evaluator and any meeting manager (or VPE) are notified of the replacement.

· Active members are strongly encouraged to deliver at least one speech per quarter.

· Members are expected to state to the VPE their speaking commitment.  The VPE will then schedule their speaking for at least the following six months. 


Meeting Etiquette:

· Club meetings start promptly at 7:00 p.m. and end at 9:00 p.m.  Please be punctual.

· For the benefit of guests and new members, please wear your name tag.

· Cell phones and pagers should be turned off during the meeting.

· Schedules, sign up sheets and other materials should not be passed around during the meeting unless requested by the speaker.

· Please be silent while others are speaking.

· Never leave the lectern unattended.  Wait for the next speaker to arrive at the lectern, shake hands and turn the lectern over to the next person. 

· Icebreaker speeches are recognized by a standing ovation from the membership at the conclusion of the speech.
· A Toastmasters meeting is carefully timed and scheduled.  In consideration of the Toastmaster and the audience, a speaker must stop speaking no more than 30 seconds after the timer has raised the “STOP” sign.  Failing to do so is a breech of etiquette.

· Help with setting up and breaking down the meeting room is always appreciated.
Meeting Roles and Practices

Meeting Theme: Every meeting should have a theme. Ideally, the Toastmaster and Table Topic Master collaborate and agree on the theme a week before the meeting; if they are unable to agree or get together on a timely basis, the Toastmaster will set the meeting theme.  The “word of the day,” the introductions, the Table Topics, and ideally but not necessarily the joke should all tie into the theme.

Expectations for Major Roles:

Toastmaster:  

· The Toastmaster is responsible for filling any open roles of speakers, general evaluator, jokemaster, wordmaster, timer, ah counter and grammarian. 

· The Toastmaster will confirm all meeting roles at the end of the weekly meeting immediately prior to the meeting for which the Toastmaster is assigned.  

· The Toastmaster will prepare and distribute a printed agenda to be handed out to all meeting participants. 

· The Toastmaster is the host for the evening’s meeting, introducing all of the speakers and asking those with supporting roles to explain their role.

Table Topics Master:  

· The Table Topics Master hosts the impromptu speaking portion of the meeting.  

· Questions or speaking prompts for Table topics should be applicable to most all people; they should not be difficult to understand or likely to stump participants.  

· The Table Topics Master should call on all members without roles first, then members with supporting roles.  Guests may be invited, but not required, to participate. Speakers or members with major roles should only be called on if time and attendance permits. 

· The Table Topics Master is also responsible to count all ballots for Best Table Topics, Speaker and Evaluator. 

· The TTM will tally the #1 and #2 winner for each category and give the results to the Toastmaster.

· The Table Topics Master does not vote unless there is a tie, in which case he or she will cast the tie breaking vote.


General Evaluator: 

· The General Evaluator is responsible for filling the roles of evaluators for each prepared speech.  

· Speaker Evaluators should have given at least three manual speeches.

· The General Evaluator will host the evaluation portion of the meeting, providing introductions for the evaluators.

· The General Evaluator will also provide a narrative evaluation touching on general aspects of the meeting.  The meeting evaluation is not timed, but should be less than five minutes. 

Speakers: 

· All speeches must be manual speeches, unless the VPE approves otherwise.  If you need assistance finding a project description to fit your speech, please consult with the VPE.

· Only members of Toastmasters International may be speakers, unless agreed otherwise by the VPE and President.

· Speakers should provide to the Toastmaster: 1) the title of the speech, 2) the timing, 3) the manual name, 4) the project # within the manual, and 5) material for the toastmaster to prepare an introduction. 

· Speakers should provide this information to the Toastmaster within 24 hours of the Toastmaster’s request, but no later than the Monday prior to the meeting at which the speech is to be delivered. 

· Speakers must keep to the time requirements specified in the manual, unless other arrangements are made with the VPE in advance.

· Speeches count as complete even if evaluations suggest the objectives were not fully achieved.

Speaker Evaluators: 

· Evaluators are responsible for giving an oral evaluation for a prepared speech.  

· Evaluators must also complete the written evaluation section in the speaker’s manual.

· Speaker Evaluators must have given at least three manual speeches themselves.

· The goal of the evaluator should be to offer a supportive, constructive, encouraging review in order to help speakers improve their skills.

· Before the speech, evaluators should review the objectives of the speech, as well as the speaker’s personal objectives for that speech.  These objectives should be addressed during the evaluation.

· Evaluations should only focus on the speech and the speaker. 

· The speaker’s experience and skill level should be taken into account.

· Evaluations should highlight the strengths of the speech and provide positive suggestions for improvement.

Meeting Flow:

Opening of the Meeting: 

· The Sergeant of Arms (SAA) will open each meeting

· If the SAA is unavailable, the acting SAA will open the meeting; in the event that none has been appointed, the presiding officer will fill the role.  

· The Sgt. At Arms leads the Pledge of Allegiance. 

· The Sgt. At Arms will introduce, in this order:  the jokemaster, the guests (who will be asked to briefly introduce themselves) and presiding officer, who will conduct the business portion of the meeting.  

Business Meeting:

· The presiding officer conducts the business portion of the meeting.

· The club president is normally the presiding officer, but may appoint any of the other club officers to preside at his/her discretion.

· The business meeting should include approval of minutes from the prior week’s meeting, announcements from the executive committee, and discussion of new business and continuing business items.

· The business meeting should not exceed 15 minutes in length.  

· The presiding officer will introduce the Toastmaster of the evening.

Educational Activities:  

· The Toastmaster will make opening remarks, introduce the theme of the meeting and the supporting roles before introducing the Table Topics Master who will host the impromptu speaking portion of the meeting.

· Impromptu speaking is usually done during the first half of the meeting, but the Toastmaster may schedule the order of events at his/her discretion.

· There will be a 5-10 minute break roughly at the halfway point of the meeting between activities.
· Prepared speeches and evaluations typically occupy the second half of the meeting, but the Toastmaster of the evening may schedule events at his/her discretion.
Wrapping Up:

· The Toastmaster presents awards.
· If guests are present, they are called to the lectern to announce the winners, present the ribbons and comment on the meeting.
· The Toastmaster calls for the Grammarian and Ah Counter reports
· The Ah Counter will cite the number of “Ah’s” “ums”, or similar non-words or non-meaningful pauses each member at the meeting is responsible for, and each member shall pay to the club treasury 10 cents for each, with a maximum dollar limit per meeting to be $1.00 per member.  This contribution is voluntary.  Guests are exempt.
· The Toastmaster for the following week reviews the schedule.  If the Toastmaster for the following week is not present, this function may be handled by the presiding officer.

Awards:
General Meeting Award Categories:  Ribbons are given weekly for the best speakers in table topics, prepared speeches and evaluations.  A ‘First Timer’ ribbon is given to all first time guests.

Eligibility:  All speakers meeting the timing requirements for their event are eligible to win.  Table Topics participants must also use the word of the day correctly to be eligible to win.  The decision of the Wordmaster as to which participants used the word of the day can be challenged only by the Grammarian.

Voting:  Everyone at the meeting may vote, including guests.  Each person should write the name of the #1 pick on the ballot provided for each category and submit it to the evening’s Table Topics Master.


Education Awards:  Achievement of educational awards for speaking (CC, ACB, ACS, etc.) are recognized by a standing ovation from the membership at the conclusion of the speech qualifying the speaker for the award.

Award Badges: The club will additionally recognize educational awards by publicly presenting achievement badges.  Members achieving educational awards are responsible for selecting and purchasing their own award badges.  The club will reimburse badge earners for Toastmasters badges or attachments for members attaining educational achievements such as CC, ACB, ACS, AGG, CL, ALB, ALS, DTM. 

Educational Materials:  As club members progress beyond the CC level they are responsible for selecting and ordering their own educational manuals from Toastmasters International.  The club will reimburse them for the purchase of these manuals upon request. 

 
Toastmaster of the Year: 

The club will select an Outstanding Toastmaster every six months.  The club will select one recipient of the Outstanding Toastmaster award to be the club’s Toastmaster of the Year.  The club’s Toastmaster of the Year will be submitted to the Area Governor for consideration for Area Toastmaster of the Year.  Scoring criteria for this award will be posted on the club website. The name of the Toastmaster of the Year will be featured on the club web site, with a photo and a writeup.  The VPPR will be responsible for making sure this is done within one month of the winner being announced.
 
Special Rules of Order  


To facilitate concise and orderly discussion of business items during general meetings, the following special rules of order will govern discussion:

· Discussion will be limited to a previously agreed upon amount of time, not more than 15 minutes.

· Anyone wishing to speak on the topic may do so for a maximum of two minutes.

· No one may speak twice until everyone who wishes to speak has had an opportunity to do so.

· No one may speak more than twice.

· If the allotted time is not sufficient to accommodate all those wishing to speak on the matter, the presiding officer may choose to continue discussion after adjournment of the regularly scheduled meeting with those who wish to remain in attendance. The presiding officer may adjourn the extended meeting at any time.

· If discussion cannot be completed within the allotted time, the motion may be tabled for one week.

